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DEPARTMENT OF CORRECTION ' . PATUXENT INSTITUTION

3. Authorization ﬁéquested (Check only one of the squares below).

Establish retention schedule for re- Microfilm and  destroy ‘originals.

A .
Dispose of present accumulation. No k or 1
additional accumulation is antici- cords for which there is a continuing Originals if not microfilmed would be
accumulation. The records will cease to retained for the period of time indicated.

pated. Records have ceased to have value

to warrant retention. have value to warrant their retention after

the period of time indicated.

. 5. Description of Records 6. Recommendation
4. Describe records accurately. Include title, form number, size of documents, of Hall of Records -
Item . work or activity to which the records relote -inclusive dotes and quantity and Board of Public
No. {cubic or linear feet). Show recommended retention period. Works.

'DIRECTOR

1, | MINUTES OF THE ADVISORY BOARD

Size: 83 x 11w

Dates: 1954 - -
Quantity: less than Z cubic foot (1 i‘older)

File Arrangements Chronological
The Advisory'Board confers with the stuff of the Institution and the

tive and advisory capacity in matters relating to its work. The
Minutes, filed with Board correspondence in the General File (item 5)

are a record of the Board!s actions and decisions,
RECOMMENDATION: RETAIN PERMANENTIY.

APPROVED
HALL OF RECORDS COMMISSION -

Nk thyt W gmre

2, | MINUTES OF THE BOARD OF REVIEW

Siges 83" x 11t

Datess 195k - =

Quantity: less than % cubic foot (1 folder)

File Arrangement: Chronological A

The Board of Review re-examines every person held in custody as a
defective delinquent at least onee in svery calendar year. As a
result of the re~examination, a determination of the inmate's

defectiva status is made. The Board then makes recarmsndations

7. Agericy, Division or Bureau Representative
€L £ Director - April 25, 1958
) Date

o Signature _ _ Title
Schedule Authorized as Indicated in Col. 6 by Hall of Disposal Authorized as Indicated in Col..6 by Board of
Public Works.

Records Commission.

%i/j‘? M g - \}953 /ﬂ/)\wW N

fo— " N . Secretary

\“

7 Date Archivist
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Lo | INSTITUTIONAL PLACEMINT FILE

concerning the future status and treatment of each person reviewed.
The Minutes, located in the General Fils (item 5), summarise the
findings of the Board; the recommendations in each casd are filed
4n the Inmates Case Folder file maintained by the Classification
Department (item 1l). The record set of the Minutes is in the
hands of the Secretary to the Board. The recommendation below
applies to both the record set and the Directorts copy.

RECOM{ENDATION: RETAIN PERMANENTLY.

INMATE'S_FOLDER FILE

Size: 83" x 1¢

Dates: 195)4 --
Quantity: L drawers (6 cubic feet)
File Arrangement: Alphabetical by nams of immate

Anmal Acctmmlation- 1,5 cubic feet

The Inmate's Folder File is maintained in the Office of the Direc-
tor for information purposes. The basic records on each inmate

are maintained by the Classification Duopartment and are covered by
the scheduls for that department.

Records of inmates at other institutions (for which there are no
individual folders) are maintained separately. These records
consist of correspondence with inmates, psychological reports,
and correspondence with the Department of Correction concerning
the examination or treatment of inmates at institutions other

than Patxment,

RETAIN FOR THREE YEARS AFTER DISCHARGE
DEPARTMENT FOR SCREENING. DESTROY ALL

RECOMMENDATION3
OR PAROIEj; THEN TRANSFER TO CLASSIFICATION

" APPROVED :
HALL OF RECORDS COMMISSION

;y ol

MATSRIAL NOT INCORPORATED IN INMATE'S
FOLDER. . NI
AN A .

File Arrangement: Alphabetical by position tj_
Annual Accurmulation: Less than 3 cubic f !

HONV D DY

BOARD O PUBLIC WOKXS

8in "
Quantlty: 1 drawer
tle O :/@/\_,4_«,14,\

SUCAILTTARY

B

This file is concerned with the staffing of Patuxent Institution.
It contains correspondence with applicants for positions, corres-
pondence with the Commissioner of Personnel relating to the estab-

lishment of positions and salary scales, and coples of SEC forms.
Any records which relate to a specific position or classification

are filed in the appropriate individual folder.

RECOM: ENDATION




6.

Alphabetical by subject or type o£~
record -
Annual Accurulations ) cubic foot (estimated)

This is a general operating and information file maintained in the
Director?!s office. The file is concerned with the functions of
the office and has accumlated as the result of the internal ad-
ministration of the Institution and contact with individuals, other
State agencies, professional organizations, companies, Federal agen-
cles, and other states. Specific types of material contained in
the file are Minutes of the Advisory Board and the Board of Review
(items 1 and 2); correspondence with professional organizations,
State agencies, and individuals; memoranda from institutional de-
partments; anmual report drafts; copies of Clasgification Committes
schedules and meeting resulis; copies of psychological examinations
administered to prospective employees; material concerned with the

File Arrangemonts

: Aroaulun-nu 1A X ' o o [scHeDULE  peres
.. (11-1-36) ‘EST FOR RECORDS RETENTION ULE NO. '
Hall of Records (Continuation Sheet) PAGE
Commission ' NO. 3.
4 5. Description of Records 6. Recommendation
Itern Describe records accurately. Include title, form number, size of documents of Hall of Records
work or activity to which the records relate, inclusive dates, and quantity and Board of Public
.Jo. (cubic or linear feet). Show recommended retention period. Works.
5. | GENERAL FIIE
Size: 83" x 11"
Dates: l95h - -
Quantity: 2 drawers (3 cubic feat)

APPROVED
HALL OF RECORDS COMMISSION

plannlng and execution of institutionzl and general research project:;

copies of the minutses of staff confersnces; and reference publica~
tions collected from various sourcss.

A. PECOIE‘}EI‘DATION:
ORDS OF COMMITIEE OR STAFF CONFERENCES
AND ARY MATERIAT WHICH SUMYARIZES
FROJECT FINDINGS. -

B. RECOMENDATIONs RETAIN ALL OTHER MATIRIAL FOR THREE

RETATH PERMANRNTLY ALL MINUTES AND REC-

YEARS AND THEN DESTROY.

}\ ;‘ a. \. X ) \

SUPERINTENDERT BOARD (F PU

SUPERTNTENDENT!S GENERAL, FILE N Y
Size: 83" x 14

Dates:s 195 - - (]

Quantity: 1.5 drawers and 1 cubic foot S

~ Anmnual Accumulation: 1 cubic foot

This is the Superintendent!s operating and information file. It
consigta largely of correspondence with individuals or other State
agencies and reports or memoranda concerned with the internal admine
istration of the Institution. Specifieally, these records are:

Arrival notices
Results of disciplinary hearings (Disciplinany Committee)
Escape reports

materdial (total, 3 cubie feet) _ m,:;h SO DA

~ \ RN
] ) 340\
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Monthly food reports

Hospital reports

Dally record of inmate movement

Maintenance and equipment purchase records

Weekly meal cost reports:
" Monthly reports to the Department of Correction (diseip-
' linary actlons, education, cellblock inspestion,

nonthly lesave, hospital)

Officer assignment sheets

Dally seclusion reports

Tentative discharge lists

Tier count sheets

Vocational aciivity reports

Accident information

Annual report data

Construction data

Correspondence with the Department of Correction and

other State departments.

A. RECOM'ENDATIONs RETAIN PERMANERTLY CORRESPONDENCE WITH
‘ THE SUPERINTHNDENT OF PRISCNS AMD THE

APPROVED
HALL OF RECORDS COMMISSION °

o RECORDS OF HAARIIGS BY THE DISCIPLINARY
® © COMAIITEE.

B. RECOM'ENDATICN: RETAIN AULL OTHER MATERIAL FOR THREE
- YEARS AND THEN DESTROY.

7. | POSITION CONTROL CARD FILE

Form No.t SEC 119

Sizes 4" x 6

Dates: 195} - =

Quantitys Less than % cubie foot

File Arrangement: Alphabet:.cal by position title

Two control cards, one of which is filed in the Director's office,
are prepared and meintained for each position in the Institution.
Fach card lists the current and past incumbents of a particular
position. The recommendation bslow applies only to the file main-
tained in the Office of the Superintendent. The Director's card
file is considered to be non-record in accordance with the provi-
sions of the statute goverming non-record material (Art. L1, Sec.
179, Annotated Code of Maryland, 1957 Fditdion). - .. ... .__.

AASRIRI AR DES IR R Y
WORKS

ROCOMTANDATIONs RETAIN FOR THREG YEARS AFTER DATE OF LAST A
ENTPI AM) Tﬂi DESTROY. L \)*\ ) ..l‘ (o ol




9.

. FORM HR-RM 1A L o B | SCHEDULE A6
NARRUIEIELLY o " 's. ST FOR RECORDS RETENTION ULE - NO.
" Hall of Records ) 3 (Contmuahon Sheet) o PAGE .
Commission _ NO. . 5.
4 5 Description of Records ~ - |6. Recommendation
Y Describe records accurately. Include title, form number, size of documents, of Hall of Records
Item ;
work or activity to which the records relcfe, inclusive dotes and quantity - and Board of Public
‘\lo. (cubic or linear feet). Show recommended retention period. Works,
8. IHDIVIDUAL I JPLOYEEYS TIME RRCORDS

Size: Bin x 1

Datess 1955 « =

Quantity: 2 cubic foot .

File Arranremnt: By year and alphabetical therein ‘
Amual Accumilation: ILesa than :3- cubic foot

Audit: Stats audit

Individval time records, formerly maimained'by the General Officer,| -

show hours worked daily and monthly for each calendar year. On
the roverse side of each form is shown the employeet!s vacation
and sick leave ‘eamed cr used during a calendar year.

- RETAIN FOR THRER YEARS OR UNTIL AUDITED

RECOMITNDATION
WHICHEVER IS LATFR, AND THEN DESTROY.

PERSONNEY, HISTORY FOLDERES

8:‘,3u s IR
19514 - -
2 dravers (L cuble feeb)
goparate files for active and formsr
employees--alphabetical by name of
enployee
Armual Accumalation: 1 cubie foob (estmted)

Size.

Dateg:
Quantity:
File Arrangement:

A history folder is meintained for present and former employees of
the Institution. The folder for each employee nay contain any or
all of the following recordss

Withholding exemption certificates

Employee's photograph

Police investigatlon revorts

Correspondence concerning physical examinations, discip-
linary matters

Cormmissioner of Personnel foma (Certification of
Eligibles, cut-off notices)

Receipts

[emoranda

Personnel data form (Department of Correction Form a)

Fingerprint card

RECOMENDATION: RETAIN FOR THREE YEARS AFI'ER EPLOYEE'S- ¢

SEPARATICN AND THEN DESTROY. 13- ARD "CF 1) il

JUN

_ A 2m e a0 Sy et ey Eianans sl e wre3 et teay

APPROVED
HALL OF RECORDS COMMISSION
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10,| LVPLGYEE HISTCHY CAETS

Size: L™ x 6"
Datess 195) « - :
Quantity: - Jess than 1 cubic foot

File Arrangement: Alphatetical

A history card is prepared for each employee to show the employee's
name, address, sex, race, marital status, department, soclal secur-
ity mumber, retirement number and the date enrolled, veteran status,
date and change in clagsgification or pay rate, termination date,
types of training courses taken, and date of course completion.
On the reverse side of cach card appears the individualls efficiency

rating.

APPROVED
HALL OF RECORDS COMMISSION

RECOMIENDATION: RETATI! FOR THREE YEARS AFTER SEPARATION
OF EMPIOYET AND THEM DESTROY,

- CLASSIFICATION DEPARTMENT =

3‘ .| IwArES! CASE RNCORDS

' Size: 83" x 11v _ o1 -
. ' Datss: 1955 - = e
Quantity: 13 drawers (19 cuble fest) ! .
File Arrangements Alphabetical for T's and DIs and JUN 910

numerical for corraitted immatss .
Annual Accwmulation: 6 cubie feet (cstimated)
Index: Immate's History Card File (item 12) | (#//—<Lft o

SEGRETARY

i

Patuxent Institution tales custody of intellectually and smMotiei=
ally defective delinquents committed by the Courts or inmates
transferred to the Institution by the Board of Correction for diag-
nosis or work purposes. A case file is maintained for each imnate.
The Institution classifiss inmates according to vhether they have
been temperarily transferred for diagnosis or work purposss {T),
held temporarily for diagnosis at the request of the sentencing
court (D), or comnitted as a result of diagnosis and subsequent
court action (C). Tho records of inmates temporarily transferred
or diagnosed as none-defectives are retuwrned with the inmate to
the inmate's home institutien. Patuxsnt retains only those records
widch pertain to inmatos who are diagnosed as acceptable for treate
ment and comnitied to the Institution. If committed, the commit-

mont is for an indefinite pesriod.

The case file for an individual inmate who is undergoing diagnosis
or is in a committed stabus coasists of two folderss One folder
(General Folder) holds all records concerned with admission, dis-
“ : cipline, provious record, and the inmate!s gencral activities. The
other folder (Psychiatric Treatment Folder) holds all records
concerned with psychlatrie treutment and matters relating thersto
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Commission : NO. 7.
6. Recommendation

4,
Item

No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,

(cubic or linear feet). Show recommended retention period.

of Hall of Records

work or activity to which the records relote inclusive dotes and quantity \?\r;d IEioc:rd of Public
orks.

uhich are handled personally by the professional staff, ‘The contenys
of both the General folder and ths Psychiatri.e Treatment folder are

listed below:
Gensral Folder

Tdentification photograph

Admlssion Swmary
Correspondence = imnmates! letters, letters recoived from

fanily or other individuals, coples of out-zoing
lotters
Report on Convicted Prisoner (25-5m-5-55)
Copies of FBI record
Mediecal PRecord sheel _
Draft notices (FBI R-88)
Flash notices (¥BI 1-12)
Pecord of additional arrest (FBI 1-1)
Yisitor's card (item LG6)
Copies of case records from other states
Quastionnaires, requests for information concerning
inmates background (answered by members of family,
friends, police former enployera, schools, and other
institutions)
'Psychomstric reports {copics)
Hemoranda « e.ge¢ ntaff reports on inmate
Reports of incidents (custodial officer)
* Authority for release for trial, parole/leave, change in
parols privilezes
Authority for movewent of immate in custody
Blographical information slip
Police record reports

APPROVED
HALL OF RECORDS COMMISSION

Pre~parole reports
Check lists = orientation program and other necessary HEBIN

Master admission swmmary (for producing extra copdes” Ui

wiien necsscary) i
Poychological reperts (fron other institutd ons) L
i

Paychietric Treatment Folder | ‘

)

Correspondence - ineoming and coples of outgoing letd

lated directly or indirectly to the inmatets psychological
or psychiatric trestment and are handled by the Institu-
tion’'s professional staff,

Psychological reportse~showing inmatats general background, present
offense, previous record, family history, personal history,
work history, milltary history, health history, physical
and psychiatric examination results; and a psychiatiio
diagnosis,

individuals or institutions. These concern matters-ree- --—{«-

procegsing e
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. 12,

13.

Electroencephalograpnie sheets -

Social service interview reports = interviews with family, friends,
ete. ] ) o '

Pgychiatric progress notes : : ’

Board of Review notes (summaries of findings)

Interview requests - from persons desiring to visit ‘the inmate

If an inmate's records are retwrned to his home institution,
the Classification Department retains, when evailable s copies of
psychological reports which may be wtilized for research nUrposes.,
These are to bs retained permanently. ,

The recommendation below apnlies only to the records of comnitted
inmates. The records of nonecommitted inmates s when returned to
their home institutions are governed by the records schedulss for
those institutions. :

RECOM'ENDATION: RETAIN BOTH THE GENFRAY, FOLNDSER AND THW
PSYCHIATRIC FOIDER FOR TWENTY YEARS AFTER
AW INMATE'S DISCHARGE AND THEN DESTROY,

IIVATE!'S HISTORY CARD FILE

‘Size: 3% x st

Dates: 1955 « -

Quantity: 2 drawers (3 cubic foot)

File Arrangement: separate alphabetical files for
released and current inmates

A history card is prepared for each inmate upon receipt by the
Institution. Each card shows the inmate's name and mumber (or
numbers), length of sentence and beginning data, changes in cell
location, types of jobs held or treatment history, Ocecasionally,
cards also show the committing court, the orime of whiech convicted,
the date of receipt of the inmate, and the date of psychiatric
exanination, ‘

APPROVED
HALL OF RECORDS COMMISSION

RECOMNDATION: RETAIN PERUANENTLY. b RGE e ey
CLASSIFICATION CARD FILE Boalkl LF PLO3LIC WOKRIS i
!

. Size: 9" x §n JUN [ e {
Dates: 1955-1957 1
Quantity: £ cubic foot ‘

File Arrangements Discontinued record - . \4‘/@‘/%/'&47\_, A
Disposable Amount: 2 cubic foot A e e e :

PO S

Until 1957 a card was prevared for each inmate to facilitate statis-

tical reporting in the Institution's annual report. Since statis-
tical reporting is now acecomplished by -other correctional institue
tions before inmates are transferred to Patuxent, the fils has no
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PAGE
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5. Description of Records '
Describe records accurately. Include title, form number, size of documents,
Item work or activity to which the records relate inclusive dates and quantity
. No. (cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

further value. Cards show the date on which the inmate was re-
ceived by the Institution, the inmate's name, musber, length of
sentence and beginning date, the committing eourt, the charge,
the inmate's birthplace and date of birth, age, race, marital
status, status when received, and provious confinsment history in
Maryland correctional and welfare institutions » Fedaral institu-
tlons, and institutions in other states.

RECOM;‘{ENDATIONS RETAIN FOR THRRE YBARS AND THEN DESTROY.

1l.| INSTITUTIONAL BOARD OF REVIEW CARD FILE

Size: O x Bw
. Dates: 1955 = ~
Quantity: 1 drawer (2 cubic foot)
File Arrangement: Chronological by review date

A cerd 1s prepared for each inmate and filed in chronolozical order
to indicate the tims (month) during which en inmete!s status is
subject to review by tha Board of Review, TFach card shows the
inmate!s name, mmber, the length of centenee, the beginning date

. | of sentence, the commiiting court, the original cherge, the date
. recelved, the date committed, birthdate, the resnonsible doctorts
name, the court rehearing date, dates of home visits, and a Iist-
ing of the dates and decisions on the immate's status (e.g, com-
mitted as defective delinquent, retained es a defeetive delinguent,
leave request denied, etc.). .

APPROVED
HALL OF RECORDS COMMISSION

CHARGE AND THEN DESTROY. BOARD

15.| PAROLE CARD FIIE » | | JUN

Sige:s 3" x on
~ Datest 1955 = =
Quantity: 2 drawers (2 cuble foot)

flles

A parole card is prepared for each inmats in the institution. One
file, arranged chronologically, contains the cards of inmates who
are dve for consideration or review by the Bosrd of Review. The
second file, maintained alphabetically, hclds the cards for inwates
who have been refused parols or transferred to other instituticns
as non-defectives. Cards filed chronolopically shew the irmmatet's
name, number (or numbers), lenzth of sentence, date of adwissicn

‘ the parole examination date. Ths alphabetlical file, in addition
to this information, shows the date of parole refusal or the date
of transfer to another institution,

RECOMAENDATION: RETAIN FOR TUENTY YEARS AFTER DATER-OF

T .
RECOMENDATION: RETAIN FOR THREE YEARS AVTER w\r* dr 1 n;rs-

File Arrangement: Separste alphabetical end chranslogieal

or commitment, the committing court and the crime of which convicted)

N v
Syt LN

AN H
H
LA I :r)A

A N i o
.2.3:4}\4 \‘\vay--.J

IR ..«.._—4{

i noan
Uoans

DISCHARGE AND THEN D““TROY.
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(cubic or linear feet). Show recommended retention period.

16.| WORKING FILE (MISCELLANEOUS FIIE)

The Classification Department receives or initiates various reports
which are posted to or swmarized in other records.
file contains the various reports and papers with which theDepart- .

mant is concerned.

" Monthly reports to the Department of Correction

Other reports, although maintained separatsly, are considered to be
part of the Working File.

Size:
Datas:

83" x 11

1955 - -
2 drawers (3 cubic feet)

Quantity:
Fils Arrangement: By type of record and chronological
therein

Annual Accumulations 1 cuble fbot _

The working

Specifically, thess records are:

Arrival notices
Daily report of men assigned, received, or discharged
Change in status reports (Parole or Change of inmate

status)

Daily reports of population and distribution
Distribution and work reports (vocational progress reports]

from various institutional departments

These include:

Staff meeting reports (copies)

Discharge lists (monthly) - showing tentative discharge
data

Parole hearing schedulss and results

Paroles docket (copies)

Classification Comnittee meeting schsdules and reports of
neeting results

Hospital blood denation lists

Recapitulation of men idle - lists unemployed for the week

Dally seclusion reports

Daily report of inmates employed (from all deparments)

Immats population movements = daily assigxmenta and trans-

fers
Results of diseiplinary hsarings ‘
Diselplinary recapitulation for the month

APPROVED |
HALL OF RECORDS COMMISSION

Recapitulation of monthly employment (from depert.mant.a,
Monthly grade reports (occupational therapy, ischool). ®

Reports of gambling BOARD cxr

A. RECOMMENDATION: RETAIN PERMANENTLY THE RECORDS OF
CLASSIFICATION COMMITTEE ACTIONS )

RETAIN ALL OTHER WMATERIAL

B. RECOMMENDATION:
YEARS AND THEN DESTROY,

JEINT LY DA

PURLIC WORKS

FE S I Rt ]
|

@/_,//K.L/\_;
i

\""'31
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4

Ifem
o

: 5. Description of Records -
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of Hall of Records -
and Board of Public
Works.”

7.

PRCCRESS REPCRTS

Size: 83" x 11v

Dates: 1955 - -

Quantity: 2 cutic fest o
File Arrangements Alphabetical
Amual Accumulation: Less than £ cubic foot

Progress reports are a chronological summary of the progress of
individual inmates. VYhen an inmmate is transferred from another
instltution, hls progress reports accompany him. Thereafier,
prozress reports prepared and maintainsd by Patuxent are added to
the inmate's file. Each report shows ths inmate's name and number
and in chronological order the date, type of contact with the
inmate (received, nospital, infraction, discipline, incident re-
ported, etc.) and detailed summaries of important events, letters
written by the inmate, interviews, etc. If an inmate is trans-
ferred from Patuxent to another institution, the progress reports
accompany ths inmate's other records. The recomnendation below
applies only to the records of commitied inmates. :

RECOM:ERDATION: REPAIN FOR TWENTY YEARS AFTER DISCHARGE
AND THEN DESTROY. '

APPROVED
HALL OF RECORDS COMMISSION

Size: 834 x 11¢

Dates: 1955 = -

EDUCATION BRI N
" ‘ BOARD CF PUBLIC WGhRe
INMATES' EDUCATIONAL AND VOCATIONAL CASE FOIDERS |
JUN| 9165

SEOIETARY

v e 1y

Quantity: 2 drawers (L cubic feet) | )% Ont N dri~_{.
File Arrangemsnt: Alphabetical by name of Inmabe- === = B

Annual Accumulation: 1 cubic foot (estimated)
A folder is prepared and maintained for éach inmate to show his
vocational and educational activitles and sptitudes.
folder may include any or all of the records listed below.
fically, these ares

Speci-

Student record summary card
School fiecord (test scores)
Vocatlonal training record

supplies, publications approved for
Cetc.
Rating scale for reclassification - separate ratings for

diselpline, program participation
Arrival notices :

An individual

Yemos (copies) to other departments re purchases of special]
imnate consumption,

Job performance, behavior on cell tier, attitude toward

g
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20,

TEST PAPFR FIIE

»”

Propress reports (report cards)
Samples of student schooliork,

RETAIN FOR THREE YEARS AFTER DISCHARGE
OR PIROIE AND THEN TRANSFER TO CLASSIFICA~
TION DEPARTMENT IOR SCREENING. DESTROY
_ALL MATERIAL NOT INCORPORATED IN INMMATE
. FOIDERS.

RECOM'ENDATION:

Size: B83v x 11v
Dates: 1955 - -
Quantity: 2 cublic fest

In connecticn with its educational program, the Education Department
administers achlevement tests to certain inmates. These tests
(Stanford and the University of California), though usually ziven
only once to an individual inmate, may be administered several tinmes
during the immata's confinsment at the institution. The tests
(latest only) are useful to the Department as long as the inmate is
in ths institution.

RETAIN UNTIL THE INMATE IS DISCHARGED OR
PAROLZD AND THEN DESTROY PROVIDED THAT THE
TEST PAPER IS AT LEAST THREE YEARS OID.

RECOMIENDAT IONs

REPORT FILE

Size: 83" x 11

Dates: 1555 - =

Quantity: 1 cubic foot

File Arrangement: By type of record and chronological
therein

“Anmual Accumulation: Iegs than } cubic foot

This file containg reports received or prepared by the Edueation
Department., Speoifically, these reports are:

Daily reports - submitted by school, occupational therapy
ahop, recrsaticn, library, vocational classges, corres-

S
v
K
=
o=
w o
>U
(7]
© A
oz O
o S
il
B =
= ...
=)
4‘-_|_
e .
=
s

pondence courses
Dally class attendance sheet 2100

Monthly summary report (recapitulation of enrol]ment. 1}1 h
various educational programs) Bualiiy OF

RETAIN FOR THREE YEARS AND THEN DESTROY.

RECOMMENDATION: *IUN
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4 5. Description of Records 6. Recommendation
- Describe records accurately. Include title, form number, size of documents, of Hall of Records
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.*'Q'

(cubic or linear feet). Show recommended retention period.

work or activity to which the records relote inclusive dotes and quantity - wd foord of Public
orks..

INMATES! MIDICAL HISTORY CASE FOIDERS -

HOSPITAL

- the Institution, each folder containing records relating to physical|

8izes 83" x 11n
Dates: 1955 ~ =
Quantity: 3 drawers (5 cubic fest) '
File Arrangement: Discharged inmatess alphabeticals
' Transfers and Diagnostics: numerical by

immate murber; Committed: numerical by
, ~ inmate numbsr ,
Annual Accumulation: 1.5 cubic feet

The Hospital malntains a medical history folder for each inmate in

examinatlons and medical treatment. An individual folder may con-
taln any or all of the following records:

Arrival notice

Medlcal Recoxd Sheet (physical examination record)

- Laboratory reports - blcod sugar, urine analysis, syphillidg
serology, hsmatologys, R H factor and blood grouping
(all are copies)

Hospltal history and treatment chart

Hospital graphic charts :

Special diet sheets

Discharge summaries from other institutions

Correspondence with other institutions

Electro-cardicgrams

Memos and receipts

Treatment notes

Nurses record sheet

The medical rsecords of irmates who were discharged or transferred
to other institutions have been filed separately from the records
of current inmates and have been retained at Patuxent. This proce-
dure will cortd.xme in the future except that the records of inmates
transferred to other institutions will acconpuny them to the now
institution. ThHe past sccumulation of foldsrs for transferees will
ba sent to the institutions which ecurrently hold ths immates in

custody. Thoe recommendation belou applies to the records of come

mitted inmates.

APPROVED
HALL OF RECORDS COMMISSION

RCCO!NENDATION: REXATN YOR THREE YEARS AFTZR DISCHARGR -
&ND THEW DESTROY. AES
| BOaRD
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4 5. Description of Records 6. Recommendation
It Describe records accurately. Include title, form number, size of documents of Hall of Records
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22, | EMPIOYEES! DICAL RECORDS

23.

2k,

Size: 8" x 11

Dates: 1955 = =

Form Mo.: SZC 156

Quantity: % cubic foot

File Arrangement: Alphcbhetical by neme of employeos
Amual Accumulation: less than % cubic foot

This file is made wp of working (hand.n‘itten) conies of ths Com-
missioner of Porsonnel!s Medical Exarination for Fmployment form
(SEC 156). A typed cony is forwarded to the Coammissionsr of Per-
sonnel after the riedical examination has been completad. Other
records in the file are radiographic reports 5 1aboratory reports,
and various types of treatment records.

RETAIN FOR THREE YEARS AFTER DATE OF
EXAMINATION A0 THEN DESTROY.

RECOMMENDATICON:

ETFCTROENCEPHATOGRAY FILE
Size: Ol x ll" (contimous form)

Dates: 195
Quantity: 7.5 dx‘amers (11 cubie feot) -
Numerdical by inmate mumber

File Arrangement:
Anmual Accumulation: 5 cubic feet (estimated)

on the Hospitzl's electrosncephalograrhic machina.
may be conducted on one individual, each test resulting in the
accumlation of approximately thirty or forty sheets, each sheet
being part of a continuous forme. The test results are summarized
in the irnterpretation records (item 24).

This £ile containsg graphs which result from the testing of inmates
Rumerous tests

“APPROVED
HALL OF RECORDS COMMISSION

maintained by the Classification Department. The interpretations
‘|are swmarized in useable form on the Surmary Cards (item 25).

interpratation records in this fils may be considered non-record

of these renorts (ons sheet sach) are filed in the inmate?s folder
The

- KECOMMuNDATION: RETAIY FOR TWRNTY YEARS AFTER DI CHARGE
AND THEN DESTROY. e T
~\?»”’Z:i»\.’ D i
TRCTROZNCEPHATOGRAPY AIC INPERPRETATION RECORDS GARD CF Blmeic
. Size: B8 x 11v
Dates: :1955 - - | T IR
. -Quantity: 1 drawver (2 cubic feei)
Tila frrangement: Nuwierdeal by inmate number
Anmuial Accumilation: % cubic foot ——
Each ‘Feport is an interoretation of a complste test. Th«rm’:lginals




FORM HR-RM .1A _ - A ."scﬁsnpi.i 32[1
(11-1-86) . “ST FOR RECORDS RETENTION > YJLE - -
" Hall of Records (Continuation Sheet) : : PAGE

Commission o NO. 15.

4 5. Description of Records 6. Recommendation

It Describe records accurately. Include title, form number, size of documents, of Hall of Records .
em work: or activity to which the records relcte inclusive dotes and quantity and Board of Public

Show recommended retention period. Works.

(cubic or linear feet).

‘\Jo;

25,

26,

27.

within the meaning of the statute governing non-record material
(Art. 41, Sec. 179, Amotated Code of Maryland, 1957 Ed.), and
nay be destroyed when thay are no longer needed by the department.

SU’«IMARY CARDS (m ests)

}‘ﬂ X 6"

1955 - -
1 drawer (less than cubic foot)

Alphabeti cal by inmate number

Size:s

Dates:
Quantitys
File Arrangements

The information on ths Summary Cards is taken from the Electro-

encephalorraphic Interpretaticn records (iten 24).
the immate's name, nunber, date of test, age, sex, race, crime,
and a surnary of the electroancephalozraphic record. The cards
> ntilized as 2 qnick refarence file by staff members who are

are A
wnfanmllier with graph interpretation methods.

RETATY FOR THR“F‘. YEARS AFTER I’”IAT S
NISCHARAYR; THEN TRANSPER TO CLASSIFICATION

DEPARTHENT'S INYATES! CASE RTCORD FILE
(7731 11).

RECOMENDATION

DRUG AND SUPPLINS PF.CO?D

Form No.: BD Inv, 1—‘%'3

Size: 5" x 9v

Dates: 1955 - -

Quantity: ¢ draver ( cubic foot)

File Arrs angements

item
This form (State of Marvland I'Iaterialq and Supnlies Stock Record)
is the pwrchasing and stores record for all drugs and supplies

used by the Hospital.
wnit cost of variouvs items.

RETAIN FOR THREL YEARS AFTER DATE OF

Fzen card shows

Alnhabetical by nams of drug or supply

The record is used chiefly for checking the

-“"RPPROVED
HALL GF RECORDS COMMIZSION

FECOMTNDATION:
LAST ENTRY AND THEN D:STROY. - .
A
INATES! SICK CALL, CARD FILE BOARD
Sizes 5" x o
Datess 2955 = -
Quantity: 1 drawer (} cubic foot)

Mumerical by inmate muaber

File Arrangement:

treated in the hospital.

A card 18 prepared and maintained for each inmate examined ok |
Rach card shows the inmate!s nams), agg;

color, number, the date of receipt, the date of ezawination, cell

] [R PV AR . PR,
l’!:(}‘\ ~:.5; Py
ol DL IC Vo
JEN D g
S AN 24 S5 I
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28.

mmbar, and & treatment history (date, complaint or astion by the
hospital, and the treatment admindstered.

CORRESPOMDENCE AND RE?CRTS

RECOMMENDATIONs RET&IN FOR THREE YEARS AFTER DATE OF DIS-
CHARGE AND THEN DESTROY.

29.

This 13 the Romnitalts emeratinz file.
hospital reperts (monthly resorts to the Superintendént) s SummATY

Size: B8i® x 11
" Dates: 195h - - -
Quantity: 1 cubic foob :
Plla Arrangement Alphalxtical by tvoa ef record
Argmapl pecumilation: 3 cubic foot (estirmated)
It consists of copiecs of

z'enort-a of men Yerayed, ecrrespondence with cther instituticus,

érug suthorizations prdrs), notifications of men released, blood
donor 1iqt.), ete.
RECOMMENDATIONs RETAIN FOR THREE YEARS AND THFN DESTROY.

PSYCHOLOGY DEPART MENT

PSYCHOIOGICAL CASE FOIDERS

Sizes 8iv x 1In

Dates: 19 -

Quantitys 2;'1 drawers (7 cuble feat)

File Arrangement: Separate files for committed, dizgnos-
tics, and lumates parecled, transferred,
or tdscharged~-alphabetical within each

1.5 cubic feet

Annual Scoumlation:

A folder is prepared end maintained for each inmate received into
£ individual foldor contalns records relating to

the Instifubion. An i

the dlagnosis of an immate and infermation copies of records re-
ceived from other Institutional departments. Specifically, these
records are:

Arrival notices '
Detainer notleces - fyom various nolies jurisdictiqhs? i T

Memoranda « incomlirg and out(;oim; to business officay, (:
superintendent, ete. l

Psychological examinztions
Intellizence test record forms

{

U

=D T ot A

L

Test dota (drawings by inmate, etc.)

'

Examiner!s notes ~ Rorschach protocol {

-~

Tor e Yy
S Vel

ey s ;
Al N I SR S N

" BPPROVED
HALL OF RECORDS COMMI=sION
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Commission
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and Board of Public
Works.

work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

30.

Summaries of evaluations
Sccial service interview sumnaries

RECOMENDATION: RETAIN FOR THREE YEARS AFTER INVATE'S
PAROLE OR' DISCHARGE AWD THEN TRANSFER TO

CLASSITICATYON DEPARTIENT FOR SCREENING.
DESTROY ATY, MATERIAT, NOT INCORPORATED IN

INVATE FOLDERS,

APPLICANTS' PSYCHOIOGICAY, RXAVINATION PITS

31.

Size: 83" x 11

Datag: 1955 - - :
Quantity: 1 drawer (1.5 cubis fest)
File Arrangaement: Separate alphabeiical and numerieal

(by application mmber)

This file contains psyehological tests and other records concerned

with the screening of applicants for custodial or other institu-
ticnal positions. &4 series of examination records on nany applicantd
are filed in an individual folder. The napers on an individual

applicant may consist of:

Sumuary of psychologicall exams = shows tests administered
HWechsler-Bellewvne Intelligence Test rating sheet
Correspondence with applicants o '

The fila also containas records relating to the testing of applicants
for positicns a% other correcticnal institutions.

File Arrangerment: Ry nroject or test
The Department carries owt verions research projects and 4n connec-
tion with these projects administers tests to inmates and institu-
tional employees. After the administration of varicus tests s the
results are analyced, charted, ard sumerized. Specifically, the
file contains attitude studies (examinsr's record sheets), syuptom
check 1ists, o:ficers! prisoner rating check 1lists, solf-rating
tests, cold test answer sheets and symptom check lists, profile and

anxiety scales, and personality inventory tests.,

VATUE AND THEN DESTROY PROVIDED THAT THE

RECOf FNDATTON: RETATH FOR THREZ YBARS AND THEN DESTROY. .
RESRARCH FROJTGT TIIE BOARD o

Size: &&n x 1n e

Dates: 19C% o -

Quantdity: 2 drawvers (3 enbic feet)

RECO™: FNDATTCN:  RITAIN WIIIE FROJICT MATERIAL BAS RESEARCH

ARPPROVED
HALL OF RECORDS COMMISSION

-

-

——ar 0

MATERIAL IS AT LEAST THREE YEARS OLD.
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6. Recommendation

4,
ltem

5. Description of Records '
uments,

Describe records accurately. Include title, form number, size of doc
work or activity to which the records relate, inclusive dates, and quantity

(cubic or linear feet). Show recommended retention period.

of Hall of Records -

and Board of Public .

Works.

‘ No.

32.

33
@

SUMARY CARDS (INMATES'! DATA CARDS)

File Arrangemonts
_ alphabetical by inmate's name within each

A sumnary card is prepared and filed for each immate received into
the Institution. Each card shows the inmate's name, ths institu-
tion mumber, the Psychology Department's number, age, birthdate, a
sumnary of the Departwment'!s diagnosis, the place of birth, the IQ
test score, marital status, children (listed by sex and age), pres-

Sizes 5" x 9
Dates:s 1955 « «
Quantity: 2 drawers (% cubie foot ) -

Separate files for active and discharged

we

APPROVED

ent offense, length of sentence and beginning date, education level,
parents! names, age, occupation and marital status; dates of immatets

hospitalizations siblings! age and marital status. Inaetive cards
(for inmates no longer in the institution) show the inmate's

parole or release date. e

RECOMENDATION: RETAIN FOR THREE YEARS AFTER DISCHARGE OR

PAROLE AND THENW DESTROY.

QENTRAL, ¥ILE |
Sizes 81" x 11¥

Dates: 1955 = -
Quantity: 1 drawer (2 eubic foet)
Alphabetical by subjset or type of

File Arrangement:
record

This is the Psychology Departmentts operating and information file
Thess

contalning reports and other papers which ars listed below.
are largely copies of records, the originals of which are filed

elsevhere in the Institution. If originals cceur in the Qeneral
File, specific cases are noted below. The records in ths General

File ares _
Arrival notices - filed in nunerical order

Clasasification Committee meeting schedules and results
Commissioner of Personnsl test schedulss

Inmate review schedules - prepared for the Poard of Review

Tentative discharge llsts

Collected mateorial - e¢.ge. publications
Stafi conference informal minutes ‘
Suimaries of projects and tests conducted

Regults of dlsciplinary hearings { o .
Tier Counsil meeting agendas - originals ! (RS R
Schedules (training programs, etc.) o AanD Ol
Population reports | :
Requisitions }

] JUN

HA‘LhL OF RECORDS Commission

institutions

Tentative commitzent lists - originals e | -

RECOITNDATIONs RETAIN FOR THREE YBARS AND THEN DESTROY.
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@ 3.

BUSINESS OFFICE

COMMITMENT PAPERS

Size: 3" x 10"

Datess 195

Quantity: &5 docmnent dravers (1.5 cub:i.c faet)
File Arrangement: Numerical by inmate numbey
Ammal Accwmlation: Iess than 3 cubie foot
Index: Volume index (itam 35)

Cormitment papers received from the Courts are the Institution's
authority for admitting inmates and entering their newes on Insti-
tutional records. Document jackets in the fils hold ths records
of indlvidual inmates, both current and former. If an inmate is
transferred or returnsd to another institution, his commitment
papers accompany him and the Jacket is retained in the file. The
jacket for each inmate (other than transi‘erees ) may contain eny or

all of the following records:

Commitmond paper or commitment order (reeeived from come
mitting court)

Court orders

Correspondence congerning extradition or detantion

Transfer varrants

Authority for releass

Certified coples of docket entries, :judgmnt, and sentence

APPROVED
HALL OF RECORDS COMMISSION

of the commliting cowrt Gt
ol e
RECOM'ERDATION: RETAIN PERMANENTLY. 10 e easits
ff)"*"\' - " -,:,:L:'“'f'i"" v
INDEX TO CO:MITMENT PAPERS ped 0 :,w st B
. IVIREE G
Size: 1w x 20" x 1
Dates: 1955 - -
Quantitys 1 volume '
File Arrangerment: Alphabatical by first letter of inmate'q
nams
This is a volume index to the Commitment Papers (item 3L). Under
the appropriate letter of the alphabst each inmate is listed by
nama, together with the institution number assizned to Wm, -y
RECOM TNDATIONs REI‘AIN PERANENTLY. 1 ARRERRANY & b .
: Bl L‘i: R ) i
i
JUN |9 1nag E
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38.
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4 5. Description of Records 6. Recommendation
Item Describe records accurately. Include title, form number, size of documents, of Hall of Records .
No work or activity to which the records relote inclusive dotes and quantity and Board- of Public

. ‘ : (cubic or linear feet). Show recommended retention period. Works.
36.| 1tDUSTRIAL COOD TIVE CARDS

Size: 67" x 9%

Dates: 1955 - -

Quantity:s % cubic foot

.File Arran.,emants Alphabetical by namz of inmate

A card is prepared and maintained by the Busmess 0f£fice for each
inmate in the Institution, Thse card for each inmate, posted from

the Daily Report of Inmates Employed (time sheet), shows the inmate'p

nams, race, number, length of sentence end beginning date of sen~
tence, tho date of complation of "long time" sentence, ths date of
complation of the sentence after dzduetion of good eccnduot credits,
and the date on which ths deduction of industrial good tims credits
bezins. Additicnal information shoun 1s the month, industrial
credits earmsd during vhs month, and the "short time" date efter
dsduction of industrial ersdits. The Industrial Good Time Carde
are the basis for the preparation of tentative inmate discharge
lists for consideration by the Instituticmal Board of Review.

RETAIN FOR THREE YEARS AFTER DISCHARGE
AND THEN TRANSPER TO IIMATE!'S CASE FOLDER
(CLASSIFICATION DIVISION).

RECOEENDATIONs

GENEZRAL COARESPONDENCE FILE -

Size: 83" x 1.

Dates: 1955 = =

Quantity: 1 drawer

File Arrangement: Alphatetical by nams or aubjeet
Anual Accumilaticn: 3 cubie foot

Thiz is tho Departmentts oporating fils.

of court orders, eopies of immata’s good timo reports (originals
£iled with the Supsrintendent of Prisons), letters of transfer (for
inmates received), receipts for inmates (frmx other institutions),
and copies.of arrival notices.

It centains correspondsnce
with the Department of Corxection and varicus State agencies, ecpies

~"RPPROVED
HALL OF RECORDS COMMISSION

w———

RETAIN FOR THREE YEARS AND THEW DESTROY.'

BLA

BECOI@EBEATION 3
IIATESY "IN AND OUT™ REGISTER

Size: 1h% x 12" x 10
Datess 195
Quantity: 1 volums
File Arrangemsnt:

Chrounological

L=

This register is a daily rccord of inmates entering or leavmg “the
Institution,

T
ol

The entries for incominz immates show the entry numbor)

:{;“\‘ H l ’ : ~\|
PUTLIC WS
N o 10
A L,
/@ /\/

the inmate nurber (in numerical sequence), the inmnte's nams, race,




FORM HR-RM ftA SCHED,ULE 328
(11.1-186) ¢ ST FOR RECORDS RETENTION - VULE No.

Holl of Records {(Continuation Sheet) PAGE

Commission NO. 21,

4 5. Description of Records 6. Recommendation

It.em

. No.

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period

of Hall of Records
and Board of Public
Works

ko,

court, and a notatlon of whether transferred or discharged. The
reglster also contains a month-to-data sumnary of irmate receipts
and releases and a total daily inmate population total.

HECOMMENDATICONs RETAIN FOR THREE YRARS AFTER DATE OF LAST
ENTRY AND THEN DESTROY.

INMATESY RECORD BOOK

Siges 2L x 20" x 1

Datess 1955 = -

Quantity: 1 volums

File Arrangement: Numerical by inmate number

The Immatest! Record Beook, listing in mmerical ordsr ths mumbers
assigned to immates, shows ths inmate's name, ths date raceived,

the length of sentence, the discharge date, the crime, there sen-
tenced, and remarks.

RECOISENDATIONs RETAIN PERJANENILY.

ACCOUNTI..G RECORDS

Sizes 83" x

Dates: 1955 = =

Quentity: 12 cubic feet

File Avrangement: By type of record and chronologiecal
therein

Annual Aceumulation: L cuble feet (estimated)

This item includes all standard accounting forms used by State
agencles as supporting data to the final books of entry, ths
Prigonerst! Fund seneral Ledger, the Prigoners! Fund Cash Receipt
and Nisbursement books, and the Gensral Ledzer (containing accounts
other than Priscnsrs? Fund).

retained permenently. Specifically these supporting recordg ares; -

Comptroller of the Treasury | - -~RD X
|
Form No. ’ e
Memorandum of Adjustment |
E-1-8 Distribution of Charges L//é/)/vc,
E~1 and B~} Transmittal S =
DD-1 Cexrtificate of Dsposit and Bank Deposit-Slip-|
GAO-1, R-2 Monthly Report of State Funds Collected and
(formarly 'R-2) deposited
Distribution of Unexpendsd smd Obligated
Balances

Monthly Statement of Balances

The £inal books of entry.are.to.ba. -.|..

:SION

~
~

“"RPPROVED
HALL OF RECORDS COMMI
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4 5. Description of Records ' 6. Recommendation
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.7 ) {cubic or linear feet). Show recommended retention period. Works.
Purchasing Bureau (Department of Budget and Proourement)
1-A Requisition for Supplies ‘ o
L7-A Purchase Order o
100-16 Out-of-Schedule Requisition for Supnlies =
39-A and L0-A Stores Requisition o=
CF=2 Copy of Contract Awarded w O
CF-1 . _Capital Fund Requisition for Equipment > <
100/2) Actua) Emerpency Purchass Report ol
27=A - Copy of Contract Awarded : e 55
CF-3 - Copy of Contract Awerded 8 O
Delivery Invoice N -
26-A Notice of Award of Contract .-
52 Credit Memorantun : \' o
51 Report of Partial Delivery . =
. el
Budget Burssu (Department of Budget and Procurement) =
BB=1 (rev.) Formerly DB=-l and BB-2

B.P. Inv. R101
B.P. Inv. R102
‘ B.P. Inv, é

Budget form
Nos. 1 thru 11
PP=1-4

_Vendors Invoices

RECOMVENDATION: RETAIN FOR THREC YEARS, OR UNTIL AUDITED,

Budget Scheduls Amendment Sheet

Report of Fixad Assets (ammual)

Report of Materials and Supplies (ennual)

Materials and Supplies Physical Iaventory
(annual)

Budgét Estimates Fiscal Year (13 pages .in-
cluding farm statemant)

Power Plant Utility 'Report (monthly)

Food Report (monthly)

Others

Bank Deposit Slips
Bankk Statemants

Bank Deposit Reeeipts l NI RY,
Storercon Requisitions e
Storeroom Receipts . LuaRb LF
Meal tickets
Cash receipts HIN
Inmates cash receipts e
Potty cash voucher

Inmatos petty cash vouchor
Commigsary order - Inmates
Purchase Requests
Receiving Reports

Dally Report of Inmates Employed (time sheet)
Innates payroll sheets
Inmates account cards

I

. b et

WHICHUVER IS LATER, AND THEN DESTROY.
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5. Description of Records :
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public

Works.

L.

~ by the Board of Public Works, Jenuary 11, 195k

ACCOUNT IO RECORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERADL -

RICCADS RALLMIION SCHEDULE.

PAYROLL (Prior to July 1, 1953). The agency eopy of this payroll -
form is to be retained for five years or until audited, whichever
is later, and then destroyed. (General Schedule No. G-, Item l-d
approved by the Board of Public Works, January 11, 195L).

'PAXROLJ L, JOURNAL = 'l‘he ageney copy is to be retained for three years _

or until andited, whichever is later and then destroyed. (General
Schedule No. G-2, Item 1l-d, approved by the Board of Public Works,
January 11, 195h3 ' |

PAYROLL EXCEPTIONS, ADDITIONS AND DEDUCTIOIS = The agency copy is
to be retained for three years or-until audited, whichever is later)
and then destroyed. (General Schedule No. G-2 5 Item 3-b, approved

PAY WARRANTS - The agency copy is to be retained for three years or
until auditoed, whichever is later, and then destroyed. (General
Schedule No. G-3, Item 3, approved by t':e Beard of Public Works,
May .10, 195k).

RBCEEVING WARRARTS - The agency copy is to be retained for three
years or wabtil audited, whichever i3 later, and then destroyede
(General Schedule No. G-li, Item 3, approved by the Board of Public
Works, iMay 10, 195L).

TRANSMITTAL FORM E-1 or E-:%; (Comptroller of the Treasury Form) is
to be retained for three ysers or wntil andited, whichever is
later and then destroyed. (Gereral Scheduls No. G=5, Item 3,
approved by the Board of Public Yorks, May 10, 195h).

APPROVED
HALL OF RECORDS COMMISSION

Pedal
ot -

¥

TS

2. | MASTER AUTHORIZATION
Dates: 1955 = -
This State-wide form of the Commissioner of Personmel is the authord
ization for entering the employce!s nars on the payroll or for
making any changes in ths pay rate. It also shows all pay deduc-
'bions. »
RECOM-ENDATIONS R"TAIN WHILE EYPIOYED AND FCR THREZ YEARS | . . o .
AFTER DATE OF SEPARATION, OR UNTIL AUDIT’D L | ¢
WHICHEVER XS LATER, AND mm nnvmoy S oo
| BoARD CF Ionis WORMS |
. GERERAL OFFICER s o o !
. 3 SRS R
43.] INWATES! CASE FOLDIER f |
i
Sizes 83w x 11v . !w\ o L :
Natage 105.": P continued N ~ ’ r/"/d/f T~
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6. Recommendation

4,
Item
No.

5. Description of Records : :
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
{cubic or linear feet). Show recommended retention period.

of Hall of Records -
and Board of Public
Works.

| This is an information f£ile maintained by the General Officér for

both current and former inmates.
mterial in each folder dunlicates ths records maintained for each

inmate by the Classification Daspartment.
vidual folder may contain smy or all of the following records:

Quantity: bk dravers (6 cubie feet)
File Arrangements

2 cuble feet
2 cubic feet

Anmial Accumulation:
Disposable Amount:

Some, though not all, of the

'Photograph of imnmate (identification card, item L9)
Gate release slips

Authority for release (copy) - for hocpital treatment, etc.

Arrival notices (copy)

Adrdasion summary (copy)

Inmate Conduct Record Card

Coples of memos :

Supplemental reports (copy)

Report of Prisonsrs taken from Institution

Headget recelpts o
- Cell check slips.

- RECOMMENDATION: RETAIN FOR THREE YEARS AFTER INMATE'S .

. PAROLE OR DISCHARGE AND THEN DESTROY.

P

L. | GENERAL FILE

for information purposes.

Sizes 83v x 1n
Dates: 1955 = = B
Quantity: active: 1.5 drawers (2 cubic feot)
inactives 6 oubic feet (total, 8 cubic feet)

Alphabetical by type of record

File Arrangsment:
2 cnbic faet

Ammual Accuvmuiations

The General File consists of reecords retained by the General Of.'ficexJ
The bulk of the records listed bslow are

copies, the originals of which are filed in other Institutions)
departmonts. Speeifically, these records ares

Separate files fer current and formsr
inmates « alphabetical by name of inmatq

Speecifically, an indi-

APPROVED
HALL OF RECORDS COMMISSION

Chisf Engineers Report
General Officer's log cheets
Job orders

Recapitulation of Men Idle :
Kocapitulation of en Working
Car destination shoets

. Semi-hourly Report of Officer Posts
Gasoline Reports .
Officor Assignment Sheets (daily)

M SR N (Y RS DR T IS
ATEREREN iy 1Yy

Yemoranda (cell checks, other routine matters)sl 1) CF

un ] Y g

=N
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate,, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

L6,

L7

Employeets time shasts

Individual Imployee'!s Time Record

Results of Disciplinary Hearings

Daily Time Record of Immates Assigned to Outside Detalls
Vacatlion and sick leave sheets

Traffie Sheets

RECOMENDATIONs RETAIN FOR THREE YEARS AND THEN DESTROY.

CENERAL OFFICER'S DIARY

S8ize: 10% 3 O x It

Dates: 1955 - -

Quantity: L volumes (} cubic foot)
File Arrangements Chronological
Annval Accumulatdon: 1 volume

The Diary is a daily rccord of routine matiers handled by the General
Cfficer. Entries conglst of short notations concerning employee
sickness, vacations, tranzfers of prisoners, etc.

RECOMMENDATION:s RETAIN FOR THREE YEARS AFTER DATE OF LAST

ENTRY AND THEN DESTROY.
VISITORS C4RD FILE

Form No.: Form 15

Slzes 9 x 7"

Dateg: 1955 = =

Quantity: L drawer (% cubis foot)

File Arrangement: Alphabetical by name of immate

A card 1s prepared and maintained for each inmate showing his naws,
race, mumber, crims, sentence, date of rsceipt, the date of each
visit, tho visitor!s nams and gddress, and his yelatiomship with
the inmates Upon the discharge or parole of an inmate, his card is
filed in the case folder maintained by the Classification Department|

““APPROVED
HALL OF RECORDS COMMICSIOM

Id

RECOM/ERDATION: TRANSFER TO THE INVATES CASH FOIDER

(CLASTIFICATION DEPARTMENT)e N 5 *§ 1€ \]
- BCARD CF U

VISITQRS' RGISTER
Size: 12" xx 10" x 1 JUN 8 108
Dates: 1955 ~ « ( ) L-
Quantity: 3 volumss (approximately 5
Fils Arrangement: Chronological ! Dkt Gt rine ~\_

oad

Tha Visitors® Reglster shows tho date, visitor's nams, addresy; pur-
pose of the visii, the time in, and the time out.

B |




FORM HR-RM 1A
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4 5. Description of Records 6. Recommendation
It Describe records accurately. Include title, form number, size of documents, of Hall of Records
'\}em work or activity to which the records relate, inclusive dates, and quantity and Board of Public
to' (cubic or linear feet). Show recommended retention period. Works.
L8.] POPULATION FIIE —
S
Size: 3% x o <
Datess 1955 = - =
Quantity: 1 drawer o=
File Arrangemant: Alphabetical by nams of inmate w9
-
A card is maintained for each current inmate showing his name, o X
numbar, race, classification, assignment, aze, date of receipt, =
sentence,and job and cell chanzes together with the date of any /- o
changes. Upon the inmate's discharge or parole, his card is for- a- =
warded to the Classification Department. '== b
RECO!TIDATION: TRANSPER TO CLASSIFICATION DEPARTHENT. B
por o
L9.| IDENTIFICATION FILS

50.

Size: 3% x 5"

Dates: 1955 « =

Quantily: 1 &raer

Vile Arrangements Alphabetical by nams of inmate

For identiflication purposas, the General Officer maintains a
photocard for each immate. The reverse side of the card shows the
inmate's name, numbor, status, date of receipt, sentence, race,
and age. Upon tha inmate's dlschargze, his card ls £iled in the
appropriate case record (item L3) in the office of ths Goneral
Officex and is covered by the recammsmdation for that item.

BECOI2{ENDATICN: TRANSFER TO THE OGENERAL OFFICIRSY INMATES
CASE FOIDER FILE (ITZT L43)

IDENTIFICATION SECTION ooy uUF

FINGERPRINT FILE

Siza: 8n x 8w

Datss: 1995 =« - !
Quantitys 2 drawers (3 cubic feet) . _

File Arrangements Numerdcal by classification number
Annual Accumulations Less than § cubic foot
Index: Card index (item 51)

For identification purposes, the Identification Section mainteing
a fingerprint filas for all inmates at the Institution. The card
for each inmate shows tho inmate's nams, alias, number, color, sex,
classification, fingerprints, the name of the officer taldng the
prints end the dato on which taken, and the inmate's signature. On
Wie reverse side of the card is a photo of the inmate, data cn

e T
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4 5. Description of Records : 6. Recommendation
It.em Describe rec'o:"ds occurqtely. Include title, fornp number, size of documen.ts, of Hall of Records'
No. work or activity to which the records relate, inclusive dates, and quantity and Board of Public

(cubic or linear feet). Show recommended retention period.

Works.

51.

52,

53.

inmate's erime and sentence, biographical information, identifying
marks, and the inmate!s psst criminal history.

RECOVMENDATIONs RETAIN FOR TWENTY YEARS AFTER INMATE'S
DISCHARGE AMD THEN DESTROY.

CARD INDEX TO FINGERFRINT FIIR

- 8ige: 3% x 5
Dates: 1955 ~ = A
Quantity: 2 drawers (% cubic foot) ' .
" File Arrangemsnts Alphabetical by nams of inmate

The Card Index for the Fingerprint File (item 50), maintained for
both current and discharged immates, shows the iomates name, num-
bar; and the fingerprint classification (numerical evalnation). The
reverse side of each card lists the date of recaipt of the inmate,
the committing ceurt, crime, sentence, date of sentence and begine
ning date, sentence expiration date, and a brief physicsl deserip-
tion. To facilitate identification, the file 2130 contains alias
cards. .

RECOMMERDATION: RETAIN INDIVIDUAL IMMATE!S CARD FOR TWENTY
mmgo AFTER THE IWMATE®S DISCHARGE AND THEN
DESTROY, ’

ARRIVAL NOTICE FILB

Size: B3 x 11v

Dates: 1955 - :

Quantity: % cubie foot

File Arrangement: Numsriezl by inmste number

Arrival Notices are prepared and distributed by the Business Office
as a notification to all departments of tho receipt of an inmate.

The copies received by the ldentifleation Section, filed numerically),

are maintalined by ths Section to serve as an indsx end as & means
of tabulating the total nmumber of identification processings for a
given period of tims. '

‘ARPPROVED
HALL OF RECORDS COMMISSION

RECOMENDATIONs RETAIN PERMANGNTILY, , T e
' : - r AUEIEEI SR AR BTN Y i
' DAILY RECORD OF INVIATE CHANGES BoanD i} Puioic womds |
g
Sizes 83" x 21v g i
Datess 1955 - - BT AN IR L) !
Quantity: 1 cubic foob ‘ '
File Arrangement: Chronolorical c 7
Amual Accumulation: Less than % cuble foot.J AN TAN
e T

The Deily Recard of Inmate Changes is prepared by the Inmate Clork—
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work or activity to which the records relate, inclusive dates, and quantity
. |Works.

(cubic or linear feet). Show recommended retention period.

Sh. | DIATE'S SUGLARY BOOK (INMATE'S DESCRIPTIVE LIST).

and a copy i forwarded to tha Jdentiflcaticn secticn for informa-
tion purposes. Fach sheet summarizes cn a daily basis any changes
in inmate population in various lccations throughput the Institu-

tion.

RECOMMENDATION: RETAIN FOR THREE YRARS AND THEN DESTROY.

This is 3 mummary record maistained by the Identification Section.
It lists descriptive information on an inmstel's physical eppearance

© Slzes 2L¥ x 1
Datas: 1955 - ~ _ _
Quantity: 1 volime ' T S
File Arrangement: Numerical by immate number

and background. Specifically these entries are the inmats's mumber,
the date of receipt, race, inmate's name, length of sentence,biytih-
place, sex, hebits (alcchol or narcotic), complexion, age when yo-
celved and date of birth, physical characteristics (hair, -eyes,
height, we.ght), abllity to read and wwilts, cccupation, marital
gtatus, number of pravicus terms and where served, religion, FBI
number, veteran status, residence, relatives (name, relationship,
residence), inmate's identifying marks, and the immatae's signatuwse.

RECOMMENDATION: RETAIN PERMANENTLY.

ADVHROVIEED 15Y
BCOARD -LF PUBLIC WORKS

JUN O 059

SEQIETARY

) el otntrer~d

APPROVED
HALL OF RECORDS COMMISSION




